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4 January 1977 


MEMORANDUM FOR: 


Director of Training 


25X1 A FROM 


Intelligence and Midcareer 
Branch, Intelligence Institute 


SUBJECT : Course Report, Administration Directorate 

Review: Trends and Highlights, No. 59, 

14-17 December 1976 


1. The four- day Administr^^r^D^e^or^^Rej^^^: 
Trends and Highlights was held 

from 14 to 17 December. No ma j o^aaiimv^Tr^lAr^prob^iris 
were encountered, and the stated objectives of the course 
were fully met in the opinion of the course administrator. 
An annotated course schedule is included as Attachment 1. 


25X1 A 


2 . Student Participation 

Students were attentive and enthusiastic throughout 
the course, and the quality of the questions they asked of 
speakers was uniformly high. Despite wide disparity in 
grade, age, and experience, the 43 individuals formed a 
comfortable and cohesive group. Their cooperation with the 
course administrator was excellent. 


3 . Student Evaluations and Suggestions 


Most students felt that the course went well, and 
many claimed that it afforded a valuable opportunity to look 
at the work of their Directorate outside their own offices. 
On a scale of 1 to 7, with 7 being "highly satisfactory," 
the class gave the course an average rating of 5.5 for 
having achieved its stated objective. 


Student comments and suggestions were generally 
practical in nature (e.g., separate smokers from nonsmokers) 
and quite useful. Many suggested that we abolish evening 
classes. Som^aske^fo^n^^noA^^^and more tours (such 
as a tour of t0 break up long 

periods of sitting. 


25X1 A 
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SUBJECT: Course Report, Administration Directorate Review: 

Trends and Highlights, No. 59, 14-17 December 1976 


Faced with a few rather uninspiring speakers, some 
students suggested that speakers place less emphasis on 
organization charts and more on the "trends" in their offices 
as the name of the course promises. Some also criticized 
speakers for spending too much time on office personnel 
(names and numbers) rather than discussing what each component 
actually does. 

4 . Problems Encountered 

No major problems were encountered in this running 
or the course. We were unable to tour the Records Center 
because it was undergoing physical reconstruction. We found 
an excellent speaker to fill the void, but the absence of 
the tour was keenly felt, and several students voiced their 
unhappiness, both during the course and in their final 
evaluations . 

There were a great many speaker changes, some at 
the last minute, and this naturally had a disturbing effect 
on the students. Some privately asked the course director 
if the speaker cancellations reflected a lack of interest in 
this course by the office directors. John Blake, Deputy 
Director for Administration, was scheduled to speak the 
first day, but preoccupation with year-end,,. Management by 
Objective meetings plus work for the transition team for 
President-elect Carter forced him to cancel. The students 
were all disappointed that Mr. Blake failed to make it, 
despite an excellent talk by his substitute , -who ^ bA1A 

apologized no less than three times for Mr. Blake's absence. 

Lastly, there was the problem of the Christmas 
season. Many were anxious to leave early on Friday to 
return to the Washington area for their office Christmas 
parties or for other family Christmas obligatio ns. Even 
with the short afternoon on Friday (because of 9*5X1 A 

appearance earlier in the week), many spent their last hours ^ OA ^ 
maneuvering to leave early; attendance and attitude the last 
afternoon were less than ideal. 


2 

Approved For Release 2001/04/05 : CIA-RDP79-01590A000400080001-4 

ADMINISTRATIVE - INTERNAL USE ONLY 




25X1 A 


"'UIHISIHATIVE - IHI3SIJAL USE OHIT 

Approved For Retease 2001/04/05 : CIA-RDP79-016&OA000400080001-4 


SUBJECT: Course Report, Administration Directorate Review: 

Trends and Highlights, No. 59, 14-17 December 1976 


5 . Results of Changes and Innovations 


The previous running was so successful that the 
course administrator was persuaded to make few changes. We 
initially dropped the session on Administration Management 
Advisory Group (ADMAG) at the suggestion of the previous 
course chairman. | current Chairman of 25X1 A 
ADMAG, came to our office to discuss the matter, however, 

a formal talk was unnecessary 
often profited from informal 
at social hour. We agreed to 
of the afternoon on Wednesday 
to announce that he would be 


and explained that, although 
and admittedly boring, ADMAG 
discussions with individuals 
give him the last 15 minutes 
to explain what ADMAG was and 


available for informal talks at the social hour and dinner 


In place of the Records Center tour, 

of the Office of General Counsel was asked to speak 25X1A 
on the issues and problems created by the recent investiga- 
tions of the Agency and the changing legal climate for CIA. 

He was unquestionably one of the best speakers of the course, 
a combination of an interesting and important topic and 
excellent stage presence. Many students urged that he be 
included as a regular in all future runnings of this course, 
and we agree. 

6 . Future Changes and Innovations 

For the next running of this course, we are 
contemplating schedule adjustme nts but no major changes. We 
would like to plan the visit to for an afternoon 25X1A 

in the middle of the course to break up days of classroom 
sitting. Construction at the Records Center will not be 
completed until July, so for at leas t the next two runnings 
we shall have to find, a substitute. is an obvious 25X1 A 

choice, provided his schedule permits. Additionally, we 
intend to preview our film holdings to find some other 
movies which are pertinent to the course objectives. 


7 . Student Concerns 


The only concern worthy of note expressed by the 
students was the general division of employees into 
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SUBJECT: Course Report, Administration Directorate Review: 

Trends and Highlights, No. 59, 14-17 December 1976 


professional and nonprofessional categories. This topic 
surfaced the first day, was discussed at length that evening 
at the EEO session, and continued to be a source of conver- 
sation and some good-natured teasing throughout the course. 
All agreed that the term "nonprof essional" is pejorative, 
and many felt that artificial groupings of people in this 
way should stop. 

8. A compendium of class statistics is included as 
Attachment 3. 


25X1 A 


Attachments : 

1 - Annotated Course Schedule 

2 - Class Roster 

3 - End-of-Course Data 

4 - Student Evaluation 
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N S: THISTRATIOH DIRECTORATE REVI EU 

'lllEI-IDS AND HIGHLIGHTS 

Course Humber 1-77 

(Fifty- Hinth Running) 

14-17 December 1976 

25X1 A 



Course Administrator: 
Training Assistant : 



25X1 A 


OFFICE OF TRAINING 


Headquarters Office: Room 926 Q:nmber of Commerce Building 

Extension 2452 
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Course Chj ective 


r iue objective o£ this course is to update 
JDA Careerists' awareness and understanding 
c/ : current activities, p rob la s , and trends 
in the Adninistration directorate and its 
coiuxjaients. 
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TUESDAY, 14. December 


9:00-10:00 

10 : 00 - 10:20 


10:20-10:40 


Check-in and Administrative Details 



10:50-12:15 


We will spend. a few moments talking 
about the course objectives and what 
you can look forward to during the 
next four days. 


25X1 A 


Overview of the Agency 



Intelligence Institute 
Office of Training 


will review major trends in 
the Agency in past years , bring us up 
to date on current changes , and. give 
us a glimpse of what we might expect 
to see in the future. 


12:15-1:15 Lunch 

1:15-2:00 Readings: 

The Organization of CIA 
(Study Guide, August 1976) 

DDA History and Functions 
(December 1975) 

DDA Personnel I lanagement Handbook 
(April 1975) 
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TuBSUAY , 14 December (Continued) 


2:00-3:00 


3:15-4:15 


4:30-6:30 


The Present and Future of Support 


Deputy Director - 
for Administration 


The Deputy Director for Administration 
will present an overview of the 
directorate’s basic structure and 
primary missions ana functions. Prom 
his unique perspective, Mr. Blake will 
point out the current issues or problems 
that are affecting efforts to serve and 
support tne Agency. He will speculate 
on now cnese developments might change . 

JbA activities over the next decade. 25X1 A 

Training for Tomorrow 


Executive 


Office, DDA 


25X1 A 


Deputy Director 
of Training 


Tne Office of Training plays a key role 
in helping Agency personnel to maintain 
nigh, performance standards. The training 
conducted by OTA will be reviewed with 
special emphasis on the classes tliat are 
most careerists. To this 

end, encourages your personal 

quest Tonsabout specific courses. 


25X1 A 


Social Hour and Dinner 


25X1 A 


7:00-3:30 Equal Employment Opportunity 


This evening we will discuss. CIA’s 
program for assuring equal employment 
opportunity, and the progress to date 
toward raising the level of minority 
employment. Of particular concern is 
the role of all Agency supervisors in 
eliminating barriers to equality of 
opportunity in all aspects of CIA employ- 
ment. In addition, our panel will explain 
tne complaint system for those who feel 
they have been discriminated against because 
of race, color, religion, sex, age, or 
national origin. 



atons' 

£jr A 

iTlvv 


Office of EEO 
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V.TiDNGSDAY, 15 December 


0:30-9:30 ' Financial Operations 


Deputy Director 
Office of Finance 


Tne job of administering' 'finances 
is complex; and, given the increasing 
pressures on tne Federal Government 
to account for every dollar and cent , 
accurate financial operations are 
critically important. Our speaker 
will discuss the new techniques , such 
as computer automation, used by Finance 
to accomplish this mission. 


9:45-10:45 Logistical Support 


"Deputy Director 
Office of Logistics 


11 : 00 - 12:00 


Our speaker will describe the variety 
of- services provided by his office, 
including the motor pool, internal mail 
ana courier systems, real estate procure- 
ment and maintenance, as well as printing 
and photographic support, lie will briefly 
discuss Logistics’ role overseas and 
describe the office's efforts to economize . 


The Computerization of CIA 


Clifford 


Director 


D. Hay, Jr. 
; DHiceoF 


Data Processing 


12 : 00 - 1:00 


Fir. bay v/ill focus on the computer's 
far-reaching applications as an infor- . 
nation processor, analytical tool, and 
management aid. He vail then describe 
his office's role- vis-a-vis CIA's 
computer systems and explain how to 
obtain data processing support. 

Lunch 


25X1 A 


25X1 A 
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TaZDNESDAY, 

1 : 00 - 2:00 

25X1 A 

2:15-2:45 

3:00-4:30 

25X1 A 

4:30-4:45 

4:30-6:30 

7:00-3:30 


15 Decem ber (Continued) 


25X1 A 


Accords 'anagenent Programs 


Information 


Systems Analysis Staff 

. and panel: 25X1 A 

Hie Agency-wide records management _ Records 

programs , directed by the Inforaation Branch 

Systems Analysis Staff, involv e a multi- . . 

phased process . acquaint | 

you with these programs that include the 

creation, use, maintenance, disposition, Archives and Records 
■disposal or preservation of records. Center 

25X1 A 

Film: Printing for Intelligence 



Branch 


An inside look at CIA’s own printing 
facility, this film shows the process 
of turning raw copy into finished 
publications. 

CIA in Court 
lour: .Archives 


"''ewbers of the Archives and Records 
Center Staffs, will giye^yotTa behind- 
the- scene vieirjif^sOoe of the records 
7'ana:eiiicnt--'p'rop,rar.:s uescfibecL^y 


25X1 A 



CM 


ives 


and Pecords Center* 


Office of General Counsel, 
Office of the Director of 
Central Intelligence 


25X1 A 


Administrative Directorate Management Advisory Group (ADMAG) 
S ocial Ho ur and Dinner 

DDA Support to Overseas Operations 


A panel of Senior DDA .aid DDO officers 
irill explore the operational and 
administrative support to overseas 
stations provided by the Administration 
Directorate. This support, which ranges 
from management of overseas installations 
to communications , v/ill be illustrated 
through a discussion of actual case studies 



25X1 A 
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THURSDAY, 1G December 


SECURITY • . . 

The first three presentation s today frill 
focus on the "challengi ng effort to maintain 
personal, "physical,' and technical security 
at home and abroad. ” ; 


9:00-10:3.0 v Security at Hone and Abroad 


Robert VR Car.ibino 
Director, Office..,, 
of Security 



10; 45- 11:45. 


The Director of the Office of Security 
will present a. broad overview of his 
Office's extensive responsibilities. 

Of particular importance is Security's 
response to international developments , 
such as the threat of terrorism or 


assassination, which have had a serious . 

impact on the Agency’ s working environment^^ 

Polygraph Operations 



Polygraph Branch, 

fvP-P-i rn-f- t*V 


25X1 C 

research and development of this 
technology and discuss its Agency 
applications. 

12:00-1:00 Lunch • 25X1A 

1:00-2:00 Teclmical Countermeasures 

Division, Office 
of Security 


Technical Security 



This hour we will see a demonstration 
of the countermeasures used in the 
effort to prevent, detect or neutralize 
the efforts of hostile intelligence 
services to penetrate L. S. installations. 
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THLRSiJAY , 10 becem ber (Co ntinued) 25X1 A 
2:15-3:15 Physical and mental Health 

Chief, Professional 
Services, Office of 
medical Services 


3:30-4:30 


The Office of Hedical Services operates 

an extensive network of clinical, 

psychological, and p sychiatric services 25X1 A 

at hone and abroad. will 

highlight various facet^o^nis vital 

support to Agency people. 


Hunan Resource Management 


Director- of Personnel 


Personnel people serve your career chief of plans Staff 

needs from the tine you enter on of fir . p Pprt . nnnp i 

duty until your retirement. Mr. Janney 

will briefly survey nis Office’s 

responsibilities and discuss the 

major policy decisions that have 

changed personnel management in the 

past few years . 


25X1 A 


4:30-6:30 

7:00-8:30 


Social Ho ur and Dinner 

Freedom of Information and Privacy 
Acts 


25X1 A 



Chief , Information 
and Privacy Staff 


Both the Freedom of Information Act 
and tlie Privacy Act have had con- 
siderable impact on municipal, state, 
and federal government operations . 
Following a brief historical review 
25X1 A cjfwhytnc Acts were legislated, 

^^^■^^■will discuss the consequences 
for CIA. He will also explore some of 
the long-term problems for Agency 
working methods and procedures. 
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FRIDAY, 17 December 


C01I MCATIONS 


8:30-8:45 

8:45-9:45 


10:00-11:45 


11:45-12:00 

12 : 00 - 1:00 

1 : 00 - 2:00 


Through this entire morning, represe ntatives 
of the Office of Communications' will acquaint 
you with CIA's vast coisimunications network? - 



School of Co: munications 


The presentations will begin with 
an overview of the Office’s world-wide 
mission. Of particular interest are 
some of the new technologies being 
employed to meet the rising demand 
for vital communications during a 
period of declining resources. 

Following a brief description of the 
in-depth training in agent and staff 
communications that is conducted by 
the School, you will have the 
opportunity to tour this modern 
and technically advanced complex. 


25X1 A 



Chief, Operations Division 
Office of Communications 


25X1 A 


Cornmunica t ions School 
Staff 

School of Coinmunications 






Our final speaker will discuss thjp 
ways in which the eight separajfce'offices 
of the ADA .work together ijv'fne overall 
support effort., lie wijJMoe scribe 
Management by 01p"ec^ihes as the theory 
is apn 1 ied^^j^^^dstprate . In 
addition, woidxhijhe to 

discuss piny questions about mbMQIlA 
wliich^are of particular interest oh- 
gollcem to you. 


Spoke the first day 
for Mr. Blake and 
combined the two 
topics . 


25X1 A 


2:00-3:00 Final Administration and Course Evaluation 
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